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3. Authorization Requested (Check only one of the squares below). 

X Dispose of present accumulation. No 
additional accumulation is antici

pated. Records have ceosed to have value 
to warrant retention. 

•
Establish retention schedule for re
cords for which there is a continuing 

accumulation. The records will cease to 
have value to warrant their retention after 
the period of time indicated. 

•
Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the .period of time indicated. 

4 . 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

1. ACCOUNTING RECORDS, 1.855-1939; 151 ' bound volumes o f v a r i o u s 
s i z e s , a p p r o x i m a t e l y 24 cu . f t . 

Cash r e c i p t s and d i s bu r sement s j o u r n a l s , 1877-1918; da i l y , cash 
b a l a n c e s , day cash b o o k s , m i s c e l l a n e o u s s u b s i d i a r y 
a ccount ing r e c o r d s : 108 volumes o f v a r y i n g s i z e s . 

These f i n a n c i a l r e c o r d s have no c o n t i n u i n g v a l u e f o r o p e r a t i o n a l 
p u r p o s e s . The accumu la t i on was r e v i e w e d by H a l l o f Records personnej 

s e g r e g a t e d as to d i s p o s a b l e and r e t a i n a b l e i tem on the b a s i s o f 
l e g a l r equ i r ements and i n t e r p r e t a t i o n s and e s t a b l i s h e d h i s t o r i c a l 
d e s i g n a t i o n s . No items d i s p o s a b l e on the b a s i s o f t h e i r r e v i e w 
were d e t e r m i n e d ' r e t a i n a b l e from the s t a n d p o i n t o f l o c a l h i s t o r i c a l 
v a l u e o r f u t h e r o p e r a t i n g v a l u e . 

RECOMMENDATION: DESTROY ACCUMULATION. 

LEDGERS, 1877-1920, 7 v o l s . ; Cash R e c e i p t s and D i sbursements 
J o u r n a l s , 1855-77, 2 v o l s . ; 1924 -23 , 22 v o l s .'; r e c e i p t s , 1922-26, 
1 v o l . ; d i s b u r s e m e n t s , 1923, 1 v o l . 

These volumes a r e pe rmanent ly r e t a i n a b l e as permanent books o f 
a c c o u n t . 

RECOMMENDATION: RETAIN PERMANENTLY. 

ROAD FUND PROJECT ACCOUNTS, 1922-1948, e s t . 14 cu . f t . 

Thes^e a r e a p p r o x i m a t e l y 9 1/2" x 11 1/2" po s t b i n d e r s h e e t s } 

1 and 

7. Agency, Division or Bureau Representative 

Signature 
Records Management O f f i c e r 

Title Dote 

Schedule Authorized as Indicated in Col. 6 by Holl of 
ecords Commission. 

Pete Archivist 

Disposal Authorized as Indicated in Col. 6 by Board of 
Public Works. 
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Secretory / 
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5. Description of Records 
Describe records accurately. Include t i t le, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet ) . Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. 

indexed by district and then alphabetically. Individual 
sheets were prepared for each road improvement project approved, 
showing the amount of the appropriations, postings of the 
amounts expended, and project balances. The sheets apparently 
served as an appropriation account when the General Road and 
Bridge Fund and Racehorse (Hanover Turnpike) Fund were special 
funds and separate appropriations were made for each project 
and expenditures reported by project and district. 

RECOMMENDATION: DESTROY ACCUMULATION 

SPECIAL FUND SUBSIDIARY ACCOUNTS, 1930-59, 10 vols., est. 3 cu. ft 

Sewer and Water Extension Agreement Record, 1937-47, 1 vol. 
Sewer Service Charges and Payments, 1924-43, 2 vols., paid accts. 
SpecialeSewer Installations accounts, 1941-59, 1 vol. paid accts. 
Towson Sewers General Journal, 1930-38, 1 vol. 
Job Order Contracts, (a progressive record of payments to 

contractors) 1938-50, 1 vol. 
Sewer and Water Job Cost Distribution, 1946-52, 1 vol. 
Cost Distribution by Project (Metro, PWA, Towson, Fire Hydrants) 

1936-43, 1 vol. 
Metro District Fund Income from Assessments (detail of receipts) 

1925-28, 1 vol. 
Special Sewer Installation Account Record, 1941-59, 1 vol. 

These volumes are in post binders of varying sizes; they have 
no continuing operational, informational, nor historical value. 

RECOMMENDATION: DESTROY ACCUMULATION 

PAYROLL JOURNALS, 1943-56, 10 vols., est. 5 cu. ft. 

These payroll journals were held after disposal of later payroll 
journals in the absence of earnings records prior to 1949. 
Upon re-analysis, these records do not warrant further retention. 
All income tax liability for these years has expired, and no 
federal, state, or local employee was covered by Social 
Security during this period. Retirement records should provide 
the necessary information on employees still in the County 
service; prior to personnel records, appointments were 
journalized in Commissioner's minutes. 

RECOMMENDATION: DESTROY ACCUMULATION 



O F F I C E O F C E N T R A L . g.ER V I C E S « R E C O R D S M A N A G E M E N T Dl V I S I O N u C O ^ R T H O U S t » T O W S O N • 21 2 0 4 

B A L T I M O R E 

C O U N T Y , M D 

SECONDS R E T E N T I O N SCHEDULE 
FOR 

NO. 

I P » a 7 « . < £ N T 

OFFICE OF FINANCE 
R E C O R D O R F I L E E F F E C T I V E D A T E 

ACCOUNTING RECORDS 1855-1939 
D E S C R I P T I O N 

141 Bound vol. of various sizes; approx'. 24 cu. ft.; old Treasurer's records. 

GROUP A: 108 vols. 

Cash Receipts and Disbursements Journals, 1877-1918; daily cash balances, day cash 
books, miscellaneous subsidiary accounting records. 

GROUP B: 33 vols. 

Ledgers, 1877-1920, 7 vols.; Cash Receipts and Disbursements Journals. 1855-77, 2 vols; 
1924-32, 22 vols.; receipts, 1922-26, 1 vol.; disbursements, 1923, 1 vol. 

A P P R A I S A L A N D E V A L U A T I O N 

These financial records have no continuing value for operational purposes. 

The accumulation was reviewed by Hall of Records personnel and segregated as to dispos
able and retainable items on the basis of legal requirements and interpretations fcyvfl 
established historical designations. 

No items disposable on the basis of their review were determined retainable from the 
standpoint of local historical value, or further operating value. 

(The accumulation Included no ledger-type summaries, except for special funds, for the 
period 1921-39, and no general fund detail records for the period 1932-39; location of 
these at a later date might permit destruction of journal volumes for this period by 
amending this schedule.) 

R E T E N T I O N P E R I O D 

RECOMMENDATION: GROUP A: DESTROY ACCUMULATION 

GROUP B: RETAIN PERMANENTLY 

S E E S T A T E S C H E D U L E 



O F F I C E O F C E N T R A L S E R V I C E S O R E C O R D S M A N A G E M E N T D l V I G I O N O C H ' . ! J » T H O U S E O T O I V S O N 6 2 I 2 0 4 

B A L T I M O R E - ' - 1 ' KECOSDS KSTENTiCK SCHEDULE"-"' 
C O U N T Y . M D . FOR 

NO. 

J E P A R T M E N T 

OFFICE OF FINANCE 
R E C O R D O R F I L E 

ROAD FUND PROJECT ACCOUNTS, 1922-48 
E F F E C T I V E D A T E 

D E S C a i P T I O N 

Post Binder sheets, approximately 9 1/2" x 11 1/2"; 14 cu. ft. 

Individual sheets were prepared for each road improvement approved, showing the amount 
of the appropriation, postings of the amounts expended, and project balances. The 
sheets were kept in post binders, indexed by district and then alphabetically. 

A P P R A I S A L A N D E V A L U A T I O N 

These pages have had no reference during the past two years, nor for as long before 
as anyone can remember. They have no continuing operating or informational value. 

The sheets apparently served as an appropriation account when the General Road and 
Bridge Fund and Racehorse Fund (Hanover Turnpike) were special funds and individual 
appropriations were made for each project and expenditures reported by individual project 
and district. 

These records have no known value as accounting records or for historical information. 

F i E T E N T l O N P E R I O D 

RECOMMENDATION: DESTROY ACCUMULATION 

S E E S T A T E S C H E D U L E 



O F F I C E O F C E N T R A L V I C E S e R E C O R D S M A N A G E M E N T D I V I S I O N V C O V f T H O U S E 0 T O W S O N » 2 1 2 0 * 

S A L T I K O S E 
C O U N T Y , M D . FOR 

HQ. 

D E P A R T M E N T 

OFFICE OF FINANCE 
R E C O R D O R F I L E 

OLD TREASURER'S RECORDS 
SPECIAL FUND SUBSIDIARY ACCOUNTS 

E F F E C T I V E D A T E 

D E S C R I P T I O N 

Sewer and Water Extension Agreement Record, 1937-47, 1 vol. 
Sewer Service Charges and Payments, 1924-43, 2 vols., all paid accounts 
Special Sewer Installation Accounts, 1941-59, 1 vol. all paid accounts 
Towson Sewers General Journal, 1930-38, 1 vol. 
Job Order Contracts (a progressive record of payments to contractors, 1938-50, 1 vol. 
Sewer and Water Job Cost Distribution, 1946-52, 1 vol. 
Cost distribution by Project (Metro PWA, Towson, Fire Hydrants) 1936-43, 1 vol. 
Metro District Fund Income from Assessements (detail of payments, 1925-28, 1 vol. 
Special Sewer Installation Account Record, 1941-59, 1 vol. 

A P P R A I S A L A N D E V A L U A T I O N 

These are obsolete records to which no reference has been made during the past two 
years, and probably for some time before. They have no continuing informational nor 
historical value. 

These volumes are all in post binders of varying sizes. 

D E T E N T I O N P E R I O D 

RECOMMENDATION: DESTROY ACCUMULATION 

S E E S T A T E S C H E D U L E 



O F F I C E O F C E N T R A L i f K V I C E 3 O R E C O R D S M A N A G E M E N T D l V I S I O N O C O V f S T H O U S E O T O W S O N 0 2 1 2 0 4 

B A L T I M O R E 
C O U N T Y , M O . 

KSC02DS RETEUTiCtt SCHEDULE 
FOR 

NO. 

I P A R T M E N T g ^ p J 

^ OFFICE OF FINANCE 
GENERAL ACCOUNTING, PAYROLL (STORAGE) 

R E C O R D O R F I L E E F F E C T I V E D A T E 

PAYROLL JOURNALS . 1.94.3-49 
D E S C R I P T I O N 

A: General Payroll Journals, 1943-49, post binders, 5 vols. 

B• Metropolitan Payroll Journals, 1948-49, post binders, 2 vols. 

C. Metro. Day Laborers Earnings Record, 1946-56 (3 vols.) 

A P P R A I S A L A N D E V A L U A T I O N 

These payroll records were held after disposal of later payroll journals in the absence 
of earnings records prior to 1949. 

There has been no reference to these records in the past two years, and none is expected 
in the future. All income tax liability for these years has expired, and no federal, state, 
^r^ local employee was covered by Social Security prior to 1956. 

Retirement records should provide the necessary information on employees still in the 
County service; prior to employment records, all appointments were journalized in the 
County Commissioner's minutes. 

R E T E N T I O N P E R I O D S E E S T A T E S C H E D U L E 

RECOMMENDED: DESTROY ACCUMULATION 


